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Don’t Forget — when you see***, we are bringing your attention to specific information you need in
order to aid in the success of your project.
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Preparing to Submit a Project

Drawings and Documents
Drawings

For drawing files, AutoCAD software is almost exclusively used to prepare these types of files. Within
the AutoCAD program, the DWF file type is preferred because it packages all pertinent files into one
combined document, while maintaining AutoCAD layer information. It should be noted that the DWF
file format is a plot option.

Public Facilities plans must be submitted with City of Gresham title blocks and frames. Templates are
available in both AutoCAD (.dwg) and Adobe Acrobat (.pdf) on the City’s ePlan main web page.

It is recommended that drawings created in AutoCAD are converted to a Vector PDF within the AutoCAD
program itself. The newest Adobe Acrobat Pro (not the free version of Adobe Reader) will

accommodate the creation of Vector PDF as well. It should be noted that the Vector PDF file format is a
plot option.

Documents

Microsoft Word, Standard and/or Searchable PDF files are accepted for calculations, reports, permit
applications and other supporting documentation (non-drawing files).

Stamps

When projects are required to be stamped and signed by an Engineer or Architect, the stamp can be
added electronically with a digital signature. For additional information about the requirements for
digital signatures, reference the Oregon Board of Examiners for Engineering and Land Surveying
(OSBEELS) website at www.oregon.gov/OSBEELS or reference the Oregon Board of Architect Examiners

(ORBAE) website at www.orbae.com.
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Naming Conventions

***The ePlan software program sorts drawings and documents alphabetically. To ensure you can print
your approved plans in the correct order, automatically, we are requesting that you add a sequence of
numbers (at the beginning) to each drawing page before uploading (001, 002, 003, etc.). This also helps
simplify our plan review. *** For example,

001-Cover-12345
002-Index-22345
003-A10101
004-A20101

For projects that require public facility drawings you MUST have the words “Public Facility” or “Public
Works” in your sheet name. In addition, please have these sheets at the end of your numbered sheets.

**Index Page ***

To maximize plan review efficiency, we request that you have an index/index page that CLEARLY names
the sheet and location number. As there is no standard naming convention in the industry, the index
page becomes critical during plan review.

For projects that require public facility drawings you MUST include your public facility drawings in your
comprehensive index page and have a separate index page for the public facility drawings.

***Note: Once plans have been submitted, the ePlan review software will automatically version the new
sheet. Corrected files shall always be re-submitted with the EXACT SAME file name as the original
submittal (no extra spaces, periods, etc.) The system will automatically add a version number to
resubmitted drawings for you so the reviewers can easily differentiate between revisions and review the
most recent drawings. ***

**Additional Forms, Checklists or Documents Required for Plan

Review™**

Before plan review can begin, we need additional information from you. We recommend including this
information during your initial upload to ensure we can begin plan review in a timely manner. Missing
information will cause the permit tech to “reject” your project until all information is received.

Additional information may include:

> Permit Applications
» Checklist (new construction; CTl/remodel) or Residential

» Deferred Submittal Checklist (additional fees apply for items not included in the original
package)

» WSFU Fixture Count, if applicable
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Initiating an ePlan Project

In order to begin the process of submitting a project through ePlan Review, you will need to complete
an ePlan Review Project Information Form (available on our website). The form includes project scope,
site address, contact information for you, etc. Once the form is complete, email it to
eplanreview@greshamoregon.gov.

Within 24 hours, your project will be created and you will receive an invitation from ePlan Review to
upload documents and drawings.

The email notification will include a project number and a link to login to ePlan Review.

> ***NOTE: This system is driven by email notification. Once a notification is received, action
must be taken or the project will not move forward. ***

Returning User
Please refer to the ‘Submitting a Project’ User Guide.
New User

Once you have clicked the link in the above referenced email, you will see the following screen:

(=5 [0~
m https://eplan.greshamaregon.gov/eplan/ L-aBdx H (2 City of Gresham : City : Electro... |! Electronic Plan Review Login % | | {1 2 503

File Edit Wiew Favorites Tools  Help

THE CITY OF

GRESHAM

ELECTRONIC PLAN REVIEW

Enter your e-mail address and password to continue.

Tems and Conditions of Use

Definitions: CUSTOMER: Any individusl, group,
campany, munisipality or organization utilizing this.
service.

E-mail: kim flood @greshamoregon.gov

Password: |

Forgot your password?

Need Help? For your convenience

+ Firstiime user instructions » Create a shortcut, click and drag the icon to your deskiop Ml
+ FElectronic Plan Reew it ing guide « Agd Elecironic Plan Review o your Favorites.
« Install Bectronic Plan Review Components

| | 22014 SunGand Public Sector SUNGARD'
Electronic Plan Review Electronic Plan Review (Verson 8.1) PUBLIC SECTOR

E "“Gﬂ'dl’"hﬁcs--- S mjrdMﬂsle-M--- EHH n Review Cus... | (]| H:Eﬂ - Kim.Flood... H'; R omercal PREP... @ o ﬁ:z;l";‘
= 4/8/2014

1. Click the First time user instructions link.
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[E=8 F= 5
Q©|@ httpi/fgreshamaregan.govi/eplanhelp/ P-BeX H (& City of Gresham : City: Ele.. % | ‘ {0 Tp 5ed

File Edit ‘iew Favarites Tools  Help

HOME NEWS MAPS EVENTS JoBs DOCUMENTS & FORMS ’& MY GRESHAM -

THECITY OF

GRESHAM

OREGON

= Shr, —~
P i » Electronic Plan Review First-Time Login Informstion w (G G Text Size
+ Building Division Electronic Plan Review

+ Code Compliance

+ Community First-Time Login Information
Revitalization

Home » City » City

m

If this is your first time logging in to ePlan review, please see the following

+ Electronic Plan Review instructions

+ Permit Services - For Windows XP
+ Rental Inspections + For Windows Vista and Windows 7
= + For Windows &
Small Business Center - For Mac

Contact

Continue to the ePlan Review login.
Keep up with what's
happening in your city!

MNewsletters, FlashAlerts, &Y
RSS, k& Twitter,
W0 Facebook

ASK GRESHAM

Got a question for us? Try our

easy to use
| GOy

unGard Publi... Proj P iew ... 1€ Tnbox - Kim.Fl... 4 Re Your pass...

Follow the instructions for your specific operating system.

a. The login page has an MSI (Microsoft Silent Install) component required to install all
necessary ePlan Review ActiveX controls. This installation will only need to be done once; if
you utilize a different computer it will require another installation for each unique
computer.

To sign in, enter your complete email address.

Enter your temporary password, which has been provided to you in your email.
Click the Login & Accept button.

You will be presented with your Profile screen.
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'_’,é Electronic Plan Review - Windows Internet Explorer

[&) https://<plan greshamoregon.gov/ePlan/Prafile aspxiMoveTo=ViewProjects.spx

Electronic Plan Review

@ (@ |Logout

® Back Forward ® |Projects Profile | ()

Settings for WELLS LAURIE (wells_laurie@yahoo.com)

Welcome to Electronic Plan Review.

Since you curently have a temporary password, you will need to change itto @ permanent password and (if you have not done so)
enter a security question and answer. This question/answer will be something that only you know, and will enable you to reset
your password if you ever forget whatitis

After you have changed your password you will be taken to the main Projects View.

‘Change Password: Password Reset Question & Answer:
New password:” |esssssss Security question™ ‘Dassword
Confirm new password™ [asssssss  Securityanswer” |same as the oihers|
Password must not contain special characters, must contain at least one digit and one alphabetic character, and must be between 8 and 16 characters
Profile Information

User Project Group

Contact
Metadata Membership Membership

Information

*Reguired field
FirstMame: * |WELLS LastName: * LAURIE
Email:* lwells_laurie@yahoo.com [¥] HTWL format 8M

Title:
Company:
Address 1:
Address 2:

City:

State/Province: ~ Postal Code:

Country:

Phone: Fax

Mobile: Pager: E
€ Intemet | Protected Mode: Off G v ®100% ~

Deone

6. In the current password box, enter your temporary password, then enter in a new password of
your choice and confirm it. Please note that your new password cannot have special
characters (i.e., &, %, S, etc).

7. Create a Security Question and answer it.

8. Fill in Contact Information boxes.

9. Click the Save button. You can log out now or you can begin to upload your drawings and
documents. (Refer to ‘Submitting a Project’ User Guide for upload instructions).
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